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• Department configuration information

– BUSN823c – Submit Purchasing Configurations: 

Locations/Area Definitions/Standard Comments

– BUSN823b – Submit Department Logo

– BUSN823a – Submit Signature for Purchase Orders

• Overview of the FI$Cal Procurement and Contracting process

• FI$Cal end user roles, which when assigned, provide users with 

specific access to perform tasks and activities in FI$Cal

• Next Steps

• Demonstration Overview

Agenda 
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• BUSN823c Response Template

BUSN823c - Locations Task 

http://schedule.app.fiscal/doccenter/Documents/Change Management/Readiness/09_2018Release/03_Tasks/BUSN823_Config_PO/BUSN823c_PO_Locations/Sent/BUSN823c_ResponseTemplate.xlsx
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BUSN823c Template (A-E)
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BUSN823c Template (F-O)
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Create & Approve Requisition

Create/Populate 
Requisition

Process 
Requisition to PO

Approve 
Requisition

Requisition 

Processor

Route for Approval

 2-step approval 

plus ad hoc steps

Either use 

department’s 

purchasing authority or 

forward to DGS for 

processing

 Identify need to 

procure goods and/or 

services

Pre budget check 

process 

Requisition 

Approver

PO Buyer

Ad Hoc Approve 
Requisition

Dept. Ad Hoc 

Approval Can be 

Assigned to Types of 

Transactions

Requisition 

Approver

Key Impacts
• Acquisition type, reporting structure, and dollar amount will be used to determine            

workflow routing.
• Requisitions may include ad hoc departmental approvers as well as external (DGS) approvers.
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Requisition – Ship to Locations
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Requisition Settings - Location
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Manage Sourcing Summary Flow

Approve Event 

for posting to 

CSCR

Create Event Draft

 Invite Bidders

Submit for Approval

Create Event Approve & Post

Solicitation and 

Contract Buyer

Solicitation 

Approver

View public events 

or bid invitations

View Events

Bidders/ 

Suppliers

Analyze Bid Responses

Determine intended 

awardee

Notice of Intent to Award

Award to Contract or PO

Analysis and 
Award (outside 

FI$Cal)

Solicitation and 

Contract Buyer

Key Impacts
• Solicitation Events may be entered directly or may originate from a requisition.
• The event is posted in the FI$Cal CSCR portal and email invitations sent after event approval.
• Solicitations are routed for approval by Business Unit and Acquisition Type 
• Preview dates are utilized to collect questions from bidders and departments are able to create a 

new version of the event before the start date to respond with answers (Q&A process). 
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Procurement Contracts Summary Flow

Workflow approvalsAttach signed STD 

213/215

Route for approval 

PO Buyer

Create FI$Cal 
Procurement 

Contract

Create 
PO/Encumbrance 
Against Contract

Approve Contract

Solicitation and 

Contract Buyer Contract Approvers

Create a PO by 

copying from an 

existing contract

Key Impacts
• Contracts may be created by direct entry, or copying from an existing contract.
• Wet signatures on contracts are still needed from suppliers and departments.
• STD. 213/210/215 are still required and attached to the transactional contract.
• Purchase Orders must be created to encumber funds in order to process payments for contracts. 
• Contracts are routed for approval by Business Unit and Acquisition Type.
• For multi year contracts, POs can only be created and encumbered for the current fiscal year.
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Contract Comments
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Contract/PO Defaults-Location
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Manage Purchase Order

Add Line, Shipping & 

Funding Information

Add comments and 

attachments

 Identify asset 

information 

Source PO from 

requisition or 

contract

Direct entry of 

PO supported

Review ChartFields

Create 

encumbrance for PO

Pass budget check 

or route to Budget 

Officer for resolution

Initiate PO Populate PO Dispatch PO
Run Budget 

Check
Approve PO

Workflow 

approval per 

department rules

PO Buyer
PO Approvers 

(2nd level performs Budget Check) PO Buyer

Print and 

manually mail/fax 

or automatically 

email to supplier

Key Impacts
• Only users with the role of PO Buyer is allowed to create POs.
• Electronic routing and approvals for POs.
• Automated budget check/encumbrance.
• Acquisition type, reporting structure, and dollar amount will be used to determine            

workflow routing.
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PO – Lines, Ship To
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PO – Header Details, Ship To  
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Purchase Order – PO Defaults
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• One official logo per department

• The department’s logo will be printed on 

documents generated for the department, 

such as on purchase orders, invoices, 

customer statements, and collection letter 

documents

• 2”x2” JPEG format, less than 300KB

BUSN823b – Submit Department Logo
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• The default department signature that will print on 

department’s POs

• Needed for the purpose of dispatching to the supplier 

and for SCO payment processing. The signed 

dispatched PO must be attached to the voucher 

• If the department opts out of this configuration, the 

PO must be signed prior to dispatching to the supplier 

and this signed copy attached to the voucher

• Only one designated signature 
– Such as, Department Procurement and Contracting Officer signature

BUSN823a – Submit Signature for POs
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Sample PO with Logo and Signature
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Process P-Card Transactions

 Obtain receipts

 Receive goods 

and/or services

 May need 

Requisition, PO Buyer, 

and/or Reconciler roles

 Load approved 

transactions into 

Accounts Payable 

module

 Create PO for 

required transaction 

thresholds

 Verify transactions and 

ensure that  POs are 

attached as necessary 

 Approve to send to AP 

for voucher process

Create PO Purchase Items
Create Voucher 

(AP)
Approve 

Transaction(s)

PO Buyer
P-Card 

Holder*
P-Card 

Approver

Key Impacts
• Department assigns a P-Card Maintainer to create and manage cardholder profiles.
• A P-Card must be associated with the buyer for it to be used as a payment method on a PO.
• Bank Statements will be loaded and P-Card reconciliation will be performed in FI$Cal.
• Reconciliation includes adding UNSPSC, acquisition type and method, SABRC/EPP compliance, and identifying the vendor 

(including SB/DVBE participation) if a PO was not created.
• Reconciled and approved transactions are pushed to AP for payment processing.
• All FI$Cal department P-Cards will be on the same bank cycle.

* Not a FI$Cal System role

Reconcile 
Transaction

P-Card 

Reconciler

 Receive monthly 

statement from bank

 Verify charges against 

receipts, checks errors 

and attaches a scanned 

copy of receipt to 

transaction line
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Create Receipt

Create and 
Populate Receipt

Save 
Transactions

Verify

(as needed)

PO Receiving Processor

Enter delivery details

Verify condition of 

goods(damage, etc.)

 Inspection performed 

as required by PO

FI$Cal assigns 

Receipt ID when 

receipt is saved

Update PO receipt 

status to either Fully 

Received or Partially 

Received

Select 

appropriate PO

Key Impacts
• Receipt delivery, accrual, summary, ship-to, and account details are captured in FI$Cal.
• Blind receiving will be implemented.
• Automated update of PO status when goods/services are received.
• If identified on the PO, the asset management integration occurs at the receipt. 
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• Share BPW materials at your department 

• Review with your FI$Cal CMO Department Readiness Coordinator

o Identify and work on updating internal department policies, processes, 

and documentation

o Start adding Suppliers to FI$Cal – Work with your procurement shop

• Role Mapping Workshop – Workshop to review the FI$Cal Role Mapping 

Template, answer any questions about the roles presented in BPWs, and 

begin assigning end-user roles

• User Acceptance Testing – Sessions to validate role mapping and 

configuration

Next Steps 
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Demonstration Overview


